
Cashier takes the name, address
and phone number of the public

customer. The information can be
entered into the PLUS system in
the "Customer Maintenance File"
while the customer waits (or the

information can be entered in the
"Modify Invoice" screen in PLUS

after the customer leaves)
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PUO completes the new
customer form (Following
the example on the wall

next the register)

Cashier goes into the PLUS system and
creates an invoice with the Product

Identification #.  (If an accounts receivable
add the DASID, customer number to the

invoice as well as the name of the 
customer in the comments section).

Cashier prints a copy of the 
created invoice for the cusomter
(as well as a copy of the invoice

for Surplus Property records)

Cashier has the customer sign the invoice

The cashier takes the customer's cash, check, or 
credit card and stamps paid on the invoice.  The
method of payment is handwritten on the invoice.

The cashier deposits the money or receipt in the
register and gives the customer the change if needed

The transaction
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Customer is given the
copy of the invoice
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Surplus Property Transaction Process

PUO faxes the completed form to the
Accountant at the State Office Building.
The Accountant will notify the PUO of

the new DASID to use. (The PUO must
Update the database when notified of

the new DASID)


